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1. CITYWIDE ESSENTIAL EMPLOYEE POLICY 
 
Attached to these Staff Notes is the Citywide Essential Employee Policy.  All Police 
Department employees are designated as essential employees and are expected to 
report to work as regularly scheduled during an emergency. 
 
Employees unable to report to work due to the emergency circumstances must 
follow current procedures for requesting time off.  Those unable to report to work 
may be approved Leave without Pay, Vacation, or Compensatory time, depending 
upon the circumstances.  Supervisors must take into consideration staffing 
requirements, safety of citizens and other officers, and the emergency situation 
prior to granting any time off.  Employees who fail to request time off or provide 
reasonable notice of their inability to report to work may be considered Absent 
without Leave. 
 
All essential City employees (other than Police and Fire) will have a sticker on their 
ID badges indicating they are essential employees and are authorized to travel from 
their homes to report to work or to perform their jobs, as appropriate to the 
emergency. 

 

2. REVISION TO PROCEDURE 12.315, INVESTIGATION OF RAPE AND OTHER 
SEXUAL ASSAULT OFFENSES 
2 

 
Procedure 12.315, Investigation of Rape and Other Sexual Assault Offenses, has 
been revised.  A section under “Policy” has been added.  Officers will no longer use 
a victim’s name on a complaint for a sexual offense.  If the victim is a minor the term 
“A minor” will be used.  If the victim is an adult, their initials will be used.  This will 
help protect the victim’s identity.   
 
Officers will still use the victim’s name on all Ohio Uniform Incident Reports. 
 
A Personal Crimes Unit or Criminal Investigation Section supervisor will now be 
contacted by the uniform officer prior to transporting a victim of sexual assault to the 
hospital.  The supervisor will determine if the victim will be interviewed prior to being 
transported to the hospital. 
 
Other minor changes have been made.  This revision is effective immediately.  
Personnel should review the procedure in its entirety.  The revised procedure is 
available on the Intranet and on the Department web page. 
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3. THANK YOU LETTERS 
3 

 
Attached to these Staff Notes are several letters of appreciation and praise written 
to the Police Chief for the professionalism displayed by our Department and 
specifically the following officers: 
 
Police Specialist Bill Hilbert Police Specialist Jenny Luke 
Police Specialist Dave Feldhaus Police Specialist Brett Gleckler 
Police Specialist Paul VonHolle Police Specialist Les Mendes 
Police Officer Kurt Ballman Police Officer John Boyle 
Police Officer Janice Moore Police Officer Kathy Newsom 
Police Officer Kristina Holtmann 
 



 



12.315 INVESTIGATION OF RAPE AND OTHER SEXUAL 
ASSAULT OFFENSES 
 
References: 
 
Procedure 12.720 - Evidence:  Submitting For Physical Analysis 
 
Purpose: 
 
Establish responsibility for preliminary and follow-up investigations of rape and 
other sexual assaults. 
 
Reduce victim trauma by limiting the times the victim has to repeat details of the 
offense. 
 
Improve victim cooperation during the reporting, investigation, and prosecution of 
these offenses. 
 
Enhance the collection, identification, preservation, and continuity of evidence. 
 
Policy: 
 
Whenever any officer files a complaint for a crime in Chapter 2907, Ohio Revised 
Code, the victim’s name will not appear on the complaint.  When the victim is a 
minor, officers will use the term “A minor” in the space for complainant.  If the 
victim is an adult, officers will use the initials of the adult.  This will aid in 
protecting the identity of sex crime victims.  The victim’s name will still appear on 
the Ohio Uniform Incident Reports. 
 
District personnel are responsible for the preliminary investigation of rape and 
other sexual assault offenses. 
 
District personnel are responsible for follow-up investigation of the following 
offenses (including attempts): 
 

2907.05 Gross Sexual Imposition (Victim 18 years and older) 
2907.06 Sexual Imposition (Victim 18 years and older) 
2907.07 Importuning 
2907.08 Voyeurism 
2907.09 Public Indecency 

 
Criminal Investigation Section (CIS) is responsible for follow-up investigation of 
the following offenses (including attempts): 
 

 2905.05 Child Enticement 
2907.02 Rape (all ages) 
2907.03 Sexual Battery 
2907.04 Unlawful Sexual Conduct with a Minor 
2907.05 Gross Sexual Imposition (Victim 17 years or younger) 
 2907.06 Sexual Imposition (Victim 17 years or younger) 

Rev. 2/7/06, Replaces 1/01 



12.315 

Procedure: 
 
A. Investigation of Rape, Sexual Battery, Unlawful Sexual Conduct with a 

Minor, Gross Sexual Imposition, and Sexual Imposition: 
 

1. When one of the above sexual assault offenses is reported to district 
personnel, the investigating officer will summon a supervisor to 
coordinate the preliminary investigation. 

 
a. Whenever possible, the supervisor and officer who received the 

complaint should be the only persons interviewing the victim to 
determine the correct statutory offense. 

 
1) Hold this interview in a place free from interruptions, 

witnesses, other police officers, etc. 
 

2) Avoid having the victim repeatedly describe the intimate or 
embarrassing details of the offense. 

 
2. Transport victims 13 years and older to University Hospital for a 

physical/rape examination unless a victim insists on a private 
physician or another hospital.  Transport victims under 13 years of age 
to Children's Hospital. 

 
a. Prior to transporting the victim, the investigating officer or 

supervisor will contact a Personal Crimes Unit or CIS supervisor 
for direction.  It may be preferable for an investigator to interview 
the victim prior to any exam. 

 
b. Whenever possible, the officer who received the complaint 

should be the transporting officer. 
 

3. The district supervisor coordinating the investigation will request CIS 
respond if: 

 
a. There is an immediate need to gather physical evidence (e.g., 

blood, semen stains, fingerprints, etc.). 
 

b. The offense is fresh and to delay follow-up would jeopardize the 
successful completion of the investigation. 

 
4. If CIS investigators respond, they will assume the authority and 

responsibility for further investigation of the offense.  This includes 
completion of an Ohio Uniform Incident Report and Incident Report 
Supplement (Form 311I). 

 
a. CIS will immediately provide the district desk officer with copies 

of a completed Ohio Uniform Incident Report, Form 311I, and 
other facts necessary to keep district personnel informed. 

 
b. District personnel will aid CIS in protecting the crime scene, 

making wanted broadcasts, locating suspects and witnesses, 
arresting perpetrators, searching for evidence, etc. 
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12.315 

5. District personnel will complete and process an Ohio Uniform Incident 
Report and Form 311I when CIS personnel do not respond to the 
scene. 

 
a. Note the examining hospital facility or private physician on the 

Ohio Uniform Incident Report. 
 

b. Include witness information, evidence held, and other results of 
the preliminary investigation on the Form 311I.  Fax CIS a copy 
of the Ohio Uniform Incident Report and Form 311I immediately. 

 
c. District personnel may discover information about the offense 

after the preliminary investigation is over.  Provide this 
information to CIS to aid them in the follow-up investigation. 

 
B. Rape Evidence Kits: 
 

1. University Hospital and Children's Hospital have locked cabinets to 
secure physical evidence taken from the victim by the examining 
physician.  The physician will identify and place this evidence in paper 
bags for deposit into the cabinet.  The rape evidence kit includes the 
rape exam report, clothing, pubic combings, fingernail scrapings, 
blood samples, etc. 

 
a. CIS Personal Crimes Unit investigators will pick up and process 

evidence from University Hospital and Children's Hospital. 
 

b. Uniformed officers who receive a run to pick up a rape kit when 
Personal Crimes Unit investigators are not available will: 

 
1) Take the rape kit to CIS, 824 Broadway, 5th floor. 

 
2) Place the rape kit in the refrigerator (key at the CIS desk).  

Log the rape kit information in the property book located 
next to the refrigerator. 

 
3) Place any clothing, bedding, or other evidence 

accompanying the rape kit in a separate evidence bag in 
the CIS property locker.  Log the evidence in the CIS 
property book. 

 
4) Personal Crimes Unit investigators will tag the rape kit the 

following day. 
 

2. If the physical/rape examination occurs somewhere other than 
University Hospital or Children's Hospital, district personnel will 
respond upon completion of the examination to pick up the rape 
evidence kit.  

 
a. Process the rape kit and any other evidence according to 

Section B.1.b. above. 
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